
N SCHEDULE 

Department of Archives and History. Records Management Division, 3 
Attention: Scheduling Section. 

4. Dates of Series 
Earliest Latest 

1986 I to Date 

1. Agency Address FOR RECORDS LUNAGEMENT USE FOR AGENCY USE 

Application Date Georgia Department of Educat ion AwlicdtionNumber - - 

5. Records &rim Title /followed by title used in office; if different) 
Teacher Assessment. Tes t  Development F i l e s /  
Test  and Test  Scor ing Ma te r ia l s  

- - O f f i c e  o f  Eva lua t ion  and Personnel 

Student Assessment and Test  Development 
1870 Twin Towers East.At lanta.  GA. 30334 

Application Number Development Date R nAYY3 1989 , ogT"a""E;"lg*g 
2. Person to Contact Working Titk Tclephon Number 

The i r  v i ta.1 r o l e  o f  assessment f o r  a c c o u n t a b i l i t y  i n  the  educai ional  process was recognized 
by t h e  Geo+gia General Assembly i n  1974 APEG l e g i s l a t i o n  and 1985 QBE ( Q u a l i t y  Basic  Educat ior )  
l e g i s l a t i o n .  
t es ts ,  ana lyz ing  and d isseminat ing data and p r o v i d i n g  s t a f f  development t o  l o c a l  school s t a f f ,  
and s t a t e  s t a f f .  
Georgia Assessment P r o j e c t  (GAP) t o  develop t e s t s  admin is tered t o  Georgia 's p u b l i c  school 
students i n  grades 1-12 i n  read ing  and mathematics. 
c r i te r ion- re fe renced t e s t s  and i n d i v i d u a l  t e s t s  f o r  teacher c e r t i f i c a t i o n .  
an i t em bank used fo r  assessing t h e  s tatewide curr icu lum. 
Development U n i t  a l s o  con t rac ts  w i t h  o the r  i n s t i t u t i o n s  and p r i v a t e  vendors t o  p rov ide  t e s t  
development and t e s t  admin i s t ra t i on  serv ices.  

Student Assessment and Test  Development s t a f f  a r e  respons ib le  f o r  developing 

The Department of Educat ion con t rac ts  w i t h  Georgia S ta te  U n i v e r s i t y  v i a  the  

GAP a l s o  develops 
The Georgia Assessment P r o j e c t  develops 

The Student Assessment and Tes t  

7. R-rd Series Description This file.mntains the following documents /include form numbersand titles. if anyJ: 
Attach samples of the file. 

Documentsrelating to: meet ing con t rac tua l  o b l i g a t i o n s  by developing t e s t s  f o r  Teacher Assessment 
i n  Georgia 

Stan Bernknopf D i r e c t o r  656-2661 
3. Action Requested I 

~,. 

6. Dirkion and Office Function What i s  the function of the Division and the Office in which this record series is created? 
The Student Assessment and Test  Development U n i t  i s  respons ib le  f o r  admin i s te r i ng  a program 
of assessment i n v o l v i n g  a l l  p u b l i c  schools 'and s tudents i n  a l l  qrades K-12, except Grade 5. 

by F i s c a l  Year, thereunder by Tes t ing  F i e l d  ( i .e.  E a r l y  Childhood, Middle 

Review Process/Final  Operat ional  Tes t  Form) 
Ftleisarranged: Childhood), thereunder by Test  Cycle Date ( i .e.  Development/Field Test, 
. 

8. Monthly Referenea Rate How often are records referred to which are: 

9ne to six months old 30 , Seven to twelve months old 30 ; Thirteen to twenty-four months old 20 ; 

9. Annual Rate of Accumulation of Rcmrdr 

Lettersize drawers 2 ; Legal-size drawers ;Shelves ; Other IspecifyJ 

twenty-five months and older ' -N 0$/14/89) 

TOTAL CURRENT ACCUMULATION: 26 Cubic Feet 
AR--50-71. R n .  76 I O U 1  

- - 
~ __  - 

. .  



4 years. d. Audit period 
e. Adminimatim need years. 15 
f. Fed& retention instructions years. 0 

cb: a. State Law 

c. Federal law - 0 veus. 

Attach cow or excert of l a m  or regulations. Explain administrative need. 

b. Statute of limitation 0 ~ ~ 3 / 1 4 / 8  

Uni ted  States D i s t r i c t  C o u r t / N o r t h m D i s t r i c t  of Georgia/At lanta D iv i s ion ,  Court Order 
C,A. N,o. C-86-2234A ( f o r  Admin i s t ra t i ve  Need and Aud i t  Need) 

12. Appre?rad Disposition Instructions Th is  agency recommends that the file series b. M off at end of b: 
k0'. ob]llfj&q 0 Calendar Year; Fiscal Year; 0 Omer then, 

)o Hold in the current files area monthfsl 2 vearfsl;then ' , 

0 Transfer to local holding area; hold 
0 Transfer to State ReeDrdr Center: hold 
0 Damov. 
0 Transfer to State Archives for peimanent retention. 

vaarrls); then 
veads): then 

' C D  kl Other /*ifv) ,a 
1. Transfer one copy of each Operat ional  Tes t  Form t o  S ta te  Archives f o r  e m n e n t  

r e t e n t i o n .  
o the r  f i l e s  a re  t r a n s f e r r e d  t o  t h e  Records Center. Purging t o  bghgp+!rd k.&V$;:@fi 

Transfer remainder of f i l e s  t o  S ta te  'Records Center; h o l d  f o r  13 years; E n  re%ppraisZ! 
h i s t o r i c a l  value. If appra i sa l  i s  negat ive,  then destroy.  Appra isa l  w i l l ~ . b e  conducted 
coopera t i ve l y  by Department o f  Education and Department o f  Archlves and H lz to ry .  

Computer Records w i l l  be maintained i n  Current  F i l e s  Area and Local Hold ing Area u n t i l  
no longer  needed f o r  reference; then destroy.  

A l l  o the r  Operat ional  Test Forms w i l l  be purged from t h e  f h e t - b e f o r e  

2. 

3. Magnetic Computer Tapes and Disc Packs: .. 

**NOTE: These records are  t o , b e  p icked up a t  the  s i t e ~ o f  c rea t ion .  
produced by con t rac tua l  agreement and a r e  p roper t y  o f  t h e  Georgia Department o f  
Education. 

The records are  

These instructions apply to all prior and future accumulations of thc series. 

Ilf diwpmvcd. a& letter 
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-- 1- - 
M I  I M L T  
App l i ca t i on  f o r  Records Retent ion Schedule 
Georgia Department o f  Education 
Teacher Assessment Test  Development F i l es /Tes t  and Tes t  Scor ing Ma te r ia l s  

7. Inc luded are:  Proposed Test  Quest ions i n  " d r a f t "  form wtl'ich a r e  reviewed 
by s t a f f  e d i t o r s  and consu l tan ts  and are  r e j e c t e d  as unusable 
t e s t  i tems f o r  var ious  reasons (worded unc lear ly ,  biased, etc.)  

12. D i s p o s i t i o n  I n s t r u c t i o n s :  

Due t o  t h e  " s e c u r i t y  environment" i n  t h e  t e s t  development and admin i s t ra t i on  
process, the  " d r a f t "  forms o f  Proposed Test  Quest ions and Working Papers a re  
destroyed on a d a i l y  bas is  by the  shredding process. 
"Dest ruct ion o f  Documents Log" i s  used t o  mon i to r  t h e  " s e c u r i t y  hand1 ing "  
o f  the  des t ruc t i on  o f  these papers. 

An i n t e r o f f i c e  form, 

LEGAL OPINION: 

Proposed Test  Quest ions which are  reviewed a t  t h e  very  beginn ing o f  t e s t  f o rmu la t i on  

and a r e  r e j e c t e d  as unusable t e s t  i tems are  o f  no value t o  t h e  ac tua l  t e s t i n g  process. 

They add no th ing  t o  t h e  exp lanat ion  o f  the  t e s t i n g  process nor  t o  t h e  ac tua l  t e s t  

development. Retent ion o f  these " d r a f t "  Proposed Test  Quest ions would be unduly 

cumbersome. It i s  my op in ion  t h a t  these re fe rence f i l e s  do n o t  need t o  be 

maintained and because o f  the  c o n f i d e n t i a l  c l a s s i f i c a t i o n  o f  t h e  t e s t i n g  mater ia ls ,  

they would n o t  be open f o r  p u b l i c  i nspec t i on  accord ing t o  the  Georgia Open Records 

Law. 

Garv Wolovick 
Legal Ass i s tan t  
Georgia Department o f  Education 

O'&w 
Vick ie  Oakes 
Records Management O f f i c e r  
Georgia Department o f  Education 

B i l l  E. Denman 
Agency Head/Designee 
Georgia Department o f  Education 

5 - 23- 84 
Date 


